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The Basics of

Project Management

WHAT IS PROJECT MANAGEMENT?

“A temporary endeavor undertaken to create a unique product, service, or result.”

In Layman’s Terms...

If it has:
» A specific and desired outcome
» A deadline or target date
» A budget that limits resources

Then it is a project...

ACTIVITIES CONSIDERED PROJECTS
» Planting a Garden
Writing and publishing an article or book
Rearranging your office
Installing software on your computer

Hosting a Technical Assistant Workshop
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Writing a proposal
WHAT IS PROJECT MANAGEMENT?

Application of:

» knowledge,
> sKills,

> tools,

» and techniques

to meet or exceed stakeholders needs and expectations.



STAKEHOLDERS

“Person, group, or organization that has direct or indirect stake in an organization
because it can affect or be affected by the organization's actions.”

IMPORTANCE OF PROJECT MANAGEMENT

v

Provides structure that promotes success.
Saves: money, time, & resources
Promotes good communication.

Keeps the focus on goals and outcomes.
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TRIPLE CONTRAINTS
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DEFINING THE WORK
Scope

» Defines the work, or
» Outlines the expected work effort

Scope Statement

» Deliverables + Objectives
» Confirms or develops clarity among stakeholders

Work Breakdown Structure (WBS)

“A results-oriented family tree that captures all the work of a project in an
organized way.”  *Not a to do list

WBS Components

» Cost Centers
» Work Packages



SAMPLE WBS

WBS Example - Banquet
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ASSESSING THE WORK
Risk Assessment

“The identification of any event that if occurred, could have a negative or positive
impact on your project.”

» Risk assessment is an area which we always have to do all the time.

» Risk should be communicated promptly and loudly.

PLANNING THE WORK

Scheduling

“Planning timetables and establishing dates when resources are required to perform
activities.”



SAMPLE GANTT CHART

[[=] Task Mame Duration Start Finish _Dac 21, '08
e | L . ) i IS TMIT

1 A 5.25 days Fri12/12/08  Fri12/19/08

2 Proposal Development Workshop 1 5.25 days Fri12/12/08  Fri12/19/08

3 Workshop Logisitcs 35 hrs Fri12/12/08  Thu 1218/08 T i i i i

4 Registration 14 hrs Fri 1212/08  Mon 12115/08 | [T Associate

5 Online Registration Site Developmant 10 hrs Fri 12/12/08  Mon 12/15/08 | “ Sub Contractor

[ Conference Attendance 42 hrs Fri 12/12/08 Fri 12/19/08 ERTREETRTNE ] Manager[50%],Asso
7 Invite Faculty and Administrators 21 hrs Fri 1241208  Tue 12/16/08

& Trainer Selection 1.75 day's Fri12/12/08  Mon 12/15/08

B Megotiations 14 hrs Fri 12/12/08  Mon 12/15/08

10 Contract 7 hrs Fri 12/12/08 Fri 12/12/08

11 Pay Invoice 4 hrs Fri 1212/08 Fri 121208

12

13 Reglonal 2 5.25 day's Fri 12/12/08 Fri12119/08

14 Proposal Development Warkshaps 5.25 day's Fri12/12/08  Fri12/19/08

B | Wearkshop Logisites 35 hrs Fri12/12/08  Thu 1218/08

. | Registration 14 hrs Fri 12/12/08  Mon 12/15/08

i | Online Reglstration Site Development 2hrs Fri 12M12/08 Fri 12M12/08 . Sub Cantractor

18 Conference Attendence 42 hrs Fri 12112/08 Fri 1218/08 [T ) Managergso), Asso
1w | Invite Faculty and Administrators 21 hrs Fri12/12/008  Tue 12/16/08 |
20 | Trainer Selection 1.75 day's Fri12/12/08  Mon 12/15/08
| Neagaotiations 14 hrs Fri12/12/08  Mon 12/15/08
22 | Contract 7 hrs Fri 12/12/08 Fri 12M12/08
23 | Pay Inveice 4 hrs Fri 12/12/08 Fri 12/12/08
24 |
25 | Reglonal 3 5.25 days Fri12M2/08  Fri12M19/08
26 | Proposal Development Workshaps 5.25 day's Fri12/12/08  Fri12/19/08
7| Woeorkshep Logisites 35 hrs Fri 121208  Thu 1218/08
28| Registration 14 hrs Fri 121208  Mon 1215/08
28 Online Registration Site Development 2hrs Fri 12112/08 Fri 12/12/08 |
ET Conference Attendence 42 hrs Fri 12/12/08 Fri 12119/08 |
A | Invite Faculty and Administrators 21 hrs Fri 12/12/08  Tue 12116/08 |
z | Trainer Selection 1.75 day's Fri12/12/08  Mon 12/15/08
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Project Close-out

The last major phase of a project's life cycle is the close-out.

» Conducting a lessons learned session
» Recognizing outstanding achievement

» Celebrating project completion




